Threshold DAS 
JOB DESCRIPTION and PERSONAL SPECIFICATION

[image: image2.jpg]oo A safe place for anyone
res 0 affected by domestic abuse.



[image: image3.png]D >

9 2

Cronfa Gymdeithasol Ewrop
European Social Fund




Threshold DAS Ltd is a woman centred organisation and is affiliated to Welsh Women’s Aid, but also supports men, children and youth people.
The LIMITLESS Engagement Officer will be based within the registered office in Carmarthenshire and will be required to work throughout Carmarthenshire, Caerphilly, Blaenau Gwent, Torfaen and Pembrokeshire. The LIMITLESS Engagement Officer will provide a supportive service to individuals in the wider community. The LIMITLESS Engagement Officer will work in accordance with Threshold DAS Ltd Policies & Procedures.
Post Title:

Community Engagement Officer  
Responsible to: 
Limitless Project Co-Ordinator – LIMITLESS
Salary: 

£22,658 - £24,174 for 35 hours or Pro Rata for 17.5 hours 
Contracted hours: 
35 hours per week will include evenings and weekend work

Fixed term contract until 30th September 2022
Funded by the European Social Fund under Priority 2, Skills for Growth Wales: Specific Objective 4 


Main Duties
1. Engage with women to identify barriers to their progression in life, in education, training and ultimately employment.
2. Personal development support and coaching that will include assessment, action planning and goal setting using appropriate assessment tools to map progress against agreed milestones to progression. 
3. Deliver programmes which are inclusive and support the development women.

4. Working closely with the Marketing Officer to promote LIMITLESS.
5. Develop and maintain an understanding of the role and work of external agencies, service providers, employers and training providers and work with them to develop and deliver an effective, multi-agency approach to meet client needs. 
6. Carry out assessments and subsequent referrals to other services and projects as appropriate 
7. Deliver job search sessions and job focused training and actively promote clients to potential employers with a view to upskilling and increasing their career progression.

8. Effective Caseload Management.

9. Attend forums and companies to high light LIMITLESS and what it can offer.

10. Attend companies to explore Equality and Diversity and Environment sustainability support that can be offered to them.

11. Achievement of targets and outputs imposed WEFO and LIMITLESS.

12. All reporting Information completed and submitted as and when requested by the LIMITLESS Project Manager.

13. Performance Management System maintained and updated in line with contract and internal requirements. 
14. Customer Service Standards adhered to at all times. 
15. Comply with all organisational policy and procedures. 
16. Ability to work outside normal office hours. 
17. Any other duties commensurate with the level of the post. 
18. To engage with our target groups and register participants onto the LIMITLESS programmes.
19. To support LIMITLESS and partner organisations and build referral and signposting mechanisms that add value to our services.
20. To conduct eligibility and initial assessments and refer ineligible participants to alternative provision.
21. To market and promote LIMITLESS across all 4 boroughs alongside the Marketing Officer.
22. Keep accurate participant files and records, paper based and electronic, and produce output
23. Evidence stencils for the compilation of monitoring returns for WEFO.
24. To work within existing networks of partners and stakeholders to reach participants not engaged.
25. To set up and/or participate in local events to publicise, increase awareness and recruit to LIMITLESS.
26. To inform potential participants of our menu of services and help them to feel confident about accessing the service. 
27. To identify and signpost service users to other appropriate services where necessary.
28. Running events, pop-ups and stalls at local festivals encouraging people to volunteer.

29. Promotional activities including blogging, posting, and tweeting.

30. Attending volunteer and community sector conferences, training and talks 

31. Conduct initial assessment of eligibility in line with WEFO requirements.
32. Ensure maintenance of accurate records and maintain participant confidentiality, adhering to data protection legislation at all times. 
33. Keep detailed records of interactions/meetings with participants and update participant files. 
34. To attend joint delivery meetings and team meetings as appropriate.
35. To adhere and work to our quality standards, Investors in People, AQS.
36. To attend workshops, conferences, and training sessions as appropriate.
37. Promote equal opportunities and cultural development. 
Person Specification

	
	Essential
	Desirable

	Education/ Qualifications
	· A good Degree in appropriate subject 2.1 or above.

	· Experience working with communities

· ·Experience of project management, ideally within a community engagement role

· ·Knowledge of working in a multi-stakeholder environment

· ·Extensive experience of digital engagement techniques including social media

· ·Experience in social networking eg Facebook, Twitter and other similar portals

· Experience of organising community engagement events
· Knowledge of consultation techniques
· Experience of engaging with women suffering DV 

	Knowledge/Skills
	· IT skills 

· Evidence of numeracy and literacy skills.

· Excellent oral and written communication skills.

· Ability to work to and meet deadlines. 

· Ability to work as part of a team or on own initiative.

· Understanding of Service User Issues.

· Forward thinking, able to anticipate requirements.

· Able to use initiative and judgement. 

· Awareness of sensitive issues and ability to apply a high level of discretion and confidentiality.

· Flexible and adaptable approach to working. 

· Good Communication Skills

· To have a non-judgemental and non-directive attitude to service users.
· Ability to build strong working relationships, trust and effective team working
· Ability to work independently and self-manage including regular working outside normal
working hours

· Ability to use own initiative and be proactive.
· Ability to anticipate issues and problems and to mitigate them by taking appropriate action
· Ability to negotiate with partners both internal and external and local residents and community Groups
· Ability to plan, prioritise and organise to ensure deadlines and targets are met
· Ability to deliver presentations to groups in a personable but professional manner as well as to plan and facilitate workshops and informal bloggers events
· Excellent communication skills both verbal and written Initiative and creativity to develop and deliver digital engagement primarily but not exclusively

· Full clean driving license and use of vehicle.


	Knowledge of European Funding
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